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APPLICATION FOR RECORDS RETENTION SCHEDULE 

-. 
OFFICE OFTHE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES AND HISTOR' 
RECORDS MANAGEMENT DIVISION 

c. 

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on mmpleting this form. Forward signed original to 

_ _ _ ~  - 
FOR AGENCY USE 

ipplicarion Date 

_-- 7 -  3-0- 7r 
Lsplicarion Number 

- -~ __ a0 .- 6- 

Department of Archives and History, Remrds Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

1. Agency Address FOR RECORDSMANAGEMENT USE 
Georg ia  Department  of : A g r i c u l t  u :&dimtion Number 

P l a n t  I n d u s t r y  
Entomology D i v i s i o n  Date Received 

A t l a n t a  . Ga. 3 0334 JUL 3 j 1979 I AUG 3 1 1979 
19 M.L.King Er, S W  

- Q  15b 
Date Cnnpleled 

f i a t e t  of Series 
iarliest Latest 

O c t ,  70 I t o  d a t e  

The Entomslogy B i v i s i o n  works t o - e r a d i c a t e  and c o n t r o l  a g r i c u l t u r a l  
pests and t o  protect homeowners and farmers i n  p u r c h a s i n g  p l a n t s .  Nurserymer 
and d e a l e r s  a r e  l i c e n s e d  and r e g u l a t e d  by t h e  D i v i s i o n .  

5. Records Series Title (followed by tide used in office; $different1 

NURSERYMEN & NURSERY DEALERS LICENSES FILES 

~ . -  ~. 1. Record Series Description Th is  file contains the following documents [include form numbers and titles, ifanyl: 
~~ Attach samples of the file. ~. .. 

Documents relating to: Lnspecting and licensing Nurserymen and Nursery Dealers i n  Georgia. 

lnduded are: A p p l i c a t i o n  for L i c e n s e ,  copy of L i c e n s e ,  Nurse ry  I n s p e c t i o n  
. -  

~. 
R e p x t  , and Nurse ry  I n s p e c t o r  Report S h e e t .  .~~ ~~ 

~~ 

Fileisarranged: A l p h a b e t i c a l l y  by nurserman and n u r s e r y  d e a l e r .  Nursery  
d e a l e r s  l icense r e c o r d s  a r e  a l p h a  by n u r s e r y .  

One to SIX months oid 15 ; Seven to tweive months old 1 5  ; Thirteen to twentyfour months old 

3. Monthly Reference Rate How often are records referred to which are: 

t w n v - f l v e  months and older ? 
t. Annual Rate of Accumulation of Recsrdr Sma 11 b e c a u s e  l icenses a r e  permanent  

Lettsr.size drawers ; Legal-size drawers ;Shelves ; Other (qecifyl 

__- 

- 
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NO 1~10. &&innaira CplaQk-coGmnT ._ 
.c. <- 5 

a. Is this the official copy of the series? 
If not. where is it? I b. boes the series contain confidential information requiring security handling? If yes, dte law 01 regulation. 

X I c. Is th i s  a vital record? 
d. Does this series have historical or long term research value? 
e. When one or two documents in the f i b  make it necesrary to keep the entire file for a long period, could these 

rnents he scheduled sem ratelv? 

9. Is the information contained in this series ewr analyzed and/or recorded in a summarized report? 

h. Is there a duplication of this series in your office, or in another office or agency? 
If ve$, attach couv. 

I 

- 
1. Retention Requirements The following requires the series to be kept: 

a. State Law Permanent years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need .years. 
c Federal law years. f. Federal retention inmuctions years. 

Attach copy or excerpt of l a m  or regulations:~ Explain~administrative need. - ~. \, 
I .  . .  I 

.. 
3 ~~ . ?  - 1 :  2 -  .~ ., - .  .~ 

. .  
3 

~~. _ I  
~ . -  . .~ 

. .  .~ .~ . .  ~. . . .  
1 -  - ., . .  . , .  

2. AD WOW^ Dispxitiin Instructions Th is  agency recommends &at the file series be cut otf at th, end of each: 
. . .  .~ 1 0 Calendar Year; c! Fix& year; Other <PP m w  then, : . ' 

. .~ .~ . 
~~ 

~. .. ~ . .  . .  0 Hold in the arrent files area Tnonth(s) ~ year(si; then ? 

0 Transfer to local holding area, hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

yeads); then 
vear(s); then 

~ . . ~  : . . :~ - ~ When L i c e n s e  i s  withdrawn or Nuraeryman or 
D e a l e r , i s -  no l o n g e r  . i n  -busniss, w i t h d r a w  f o l d e r  f r o m ~ . ~ a c t i v e  f i l e  
a n d - p l a c e . i n  t h e  i n a c t i v e ~ f i l e :  c u t  off i n a c t i v e  f i l e  a t  end of 
e a c h  F i s c a l  Year:  t h e n ,  h o l d  i n  c u r r e n t  f i l e s  a r e a  for o n e  (1) y e a r :  

. ~, . . .~ ~ f h e n ,  d e s t r o y .  I ~~ ~ 

~ . .  .~ .~ 

MAINTAINENCE INSTRUCTION: A s  LICENSES FIL3S a r e  u p d a t i d , '  w i thdraw 
and d e s t r o y  documents  which  a r e   obsolete,^ s u p e r s e d e d ,  and/or  no 
l o n g e r  needed..' 

These instructions apply to al l  p i o r  and future accumulations of the series. 

\sencvHeadlDesignee /.Sgn#ture) I Date I Date &z& ~7 /17 /ag  7/17/7 9 

lecommendations in para- 
raph 12 are ahoved. 
I f  disapproved, attach letter 
if explanation.) 

?-5C-X; R . r  
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P S E  
1 

The Entomology Division works t o  eradicate  and control  agricultural pes ts  
and t o  pro tec t  homeowners and fanners i n  purchasing plants. Nurserymen 
and dealers a re  l icensed and regulated by the  Division. 

. .. 
- . 

! f  

.: 
- 

These f i les  contain a folder on each Nurseryman or Nursery Dealer licensed t o  do business 
: z w i t h i n  Georgia. Each folder contains: 
i t  

. -  - 
i Nursery Inspector Report Sheet. 

, .  .. 
Application for  License, copy o f  License, Nursery Inspection Report, and 

, .  

I..".L MATE 0, *CC(R("L*llO. 



. 
--* 

QUESTIONNAIRE I h r e  d ?g NO 

13. Is t h i s  t h e  Record Copy of the  ser ies?  

"j. 1. th. p ~ ~ g ~ r  column. I1 ...we. i m  *118.-  p1ea.c exL.1. .. . 
E & %  [ I  

~ 11 kt 
dd I1 

14. Is there a duplication of t h i s  se r ies  i n  another off ice  or agency? 

15. Is the information contained i n  this series ever summarized o r  published? 

16. Does the  ser ies  contain classified information requiring secu r i ty  handling? 

17. Does the ser ies  document pol ic ies  and procedures of agency's operation or G c t i o n ?  [ I  
18. Could the  fvnction be performed if t h e  f i l e s  w e r e  l o s t  or destroyed? 

- ~ . .  , . [ ] & 
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19. Is the ser ies  (or  major portion of it) regularly microfilmed? 

21.  Does the record . .   series c o n t e n  docmentat%on'produced & Ebf printout? 

If yes,  why? [ I  . ' 'B 
11 i A  

.- (~ 11 --& 

[ I  & 
[ I  kl 

20. Does the record ser ies  provide data as input t o  an EDP f i l e ?  

22. Is the series affected by Federal or grant Funds? 

23. W i l l  the* be' a ~ n e e d  for  these +cor& 10, 15 years from.now?' I f  yes, what?.'.: 
~~ 

. .  - ~~. I . .. ,. r -  ~. ~~ . .  . ,  ~. 

.~ .~ .~ .- .. 
24. EQUIREKNTS.  The following requires the files t o  be kept 3 years: 

a.[]STATE b.[]STATUl!E OF c.[]AUDIT d.[]J?EDEFb%L e . w N I S T R A T I V E  f . [ ] H I S M R I C A L  
LAW LIMITATIOli PERIOD LAW DECISION VALUE 

( C i t e  I.#, Statute, or other reason for the retention requimmntl  

25. AGENCY EGOmNDATIONS. This agency recommends t h a t  t h e  f i l e  ser ies  be cut off at the en& 
of each -[]CAIXNDAR YEAR -[]FISCAL YEAR 3rnd-R September 30 ,then: 

A.[]Destroy immediately a f t e r  cut off. r :  ': . . .  ~. - B:.-[,]Hold i n  current f i l e s  area 10 month(s)/ / year( s )  , then: ~. ~,~ . .  
.~ ~. ~. 

~~ . ~.~~ = . 1 []-strby.:~- : ~ ::;~:.-. 

-5 . 2 msnsfer t o  records center; hold 2 ~- y e a d s ) ,  - then: - . , ~  
... a m s t r o y .  ~. . . .~ 

~ ~- - . L ~-.-- _ -  ~ b []Transfer h i s to r i ca l  material t o  Archives ;~ ~ 

.~ destroy ren%inder. . 
'r 

.I 3 [ l ~ e s t r o y  after audit, (o r  y e e r ( s )  after mait). 
C. [ ] H o l d  i n  current f i l e s  area indefinitely.  
; D.[]Hold i n  current files area yeads) ,  then trmsfer t o  Archives permanently. 

E. []Other 

(Indicate br ie f ly  MtionaZe for recomnemhtions above/cr ~ gJrite add-itionaZ r e m a r k s ) :  

i n  Paragraph 25 

a r e :  

- - 


